Muhammad Faisal 
House #R-26 Row B Bagh-e-Rafi Near Millat Town, Malir Halt Karachi 43 
Cellphone: (+92332-3292199), E-mail:itsmfaisal@gmail.com 


Objective 


To work in a competitive environment where | can prove and improve my skills and expertise. 


Summary of Experience 


A young and well-groomed professional with skills of Admin, Secretory, Office Assistant, Public 
Relations, Management & Coordination 

Event Management, Business Communication, Account, | T and Customer Services is on prowl for 
value addition. 


e Coordinate all administrative activity for the entire Office 

e Manage conference room reservations and set-up 

Acts as a lead for other department secretaries and receptionist; directs workflow and provides 
training and guidance when necessary. 

Decides for transportation, reservations and living accommodations for Executive out-of-town travels 
Accomplished daily tasking and coordinates messages 

Gathered and input new employee information and packages 

Inquired on company information and service to guest 

Distributed incoming and outgoing mail 

Scanned and emailed staff documentation 

Supported faculty and staff with assistance 

Organized and managed office with any needs necessary 


Technical & Other Skills 


Software’s: MS-Office (Microsoft Word, Microsoft Excel, Microsoft PowerPoint) 2007,2013,2016 
Operating Systems: Windows XP, Windows 7, Windows 8, Windows 10 

Tools: Adobe Dreamweaver, PHP Storm 8.0.3 

Administrative Skills: Communication, Customer Service, Client Relations, Filing, Presentation, Public 
Speaking, Public Relations, Receptionist, 

Others: Email, Social Media, Internet, Research, Typing, Supervising, Problem-Solving Skills, Time 
Management, Positive Attitude, Patience, Customer Care 


Professional Experience 
Current Employer : RS MARKETING 


Position : Assistant Manager 
Period of Service : 2019 —to —Present 
Previous Employer : Claims Med Inc. 
Position : Billing Executive 
Period of Service : 2016 -to —2019 


Previous Employer : Sarwar Construction Company 
Position : Computer Operator 
Period of Service : 2012 -to —2016 


Freelance Experience 
Nov 2012 to Feb 2013 


Live Projects: 


—  http://courierboards.com 
— http://santabarbaraincometax.com/ 


Previous Employer 
Position 
Period of Service 


Education 


2019 t0 2021 


2007 to 2010 


2006 to 2008 


2004 to 2006 


2002 to 2004 


: Stepping School 
: Admin 
: Feb 2011 to- July 2012 


MBA 
Federal Urdu University Gulshan E Iqbal Karachi. 


B S (Genetics) Hons 
University of Sindh Jamshoro. 


B A (Political Science) 
University of Sindh Jamshoro. 


Intermediate (Pre-Medical) (A-Grade) 
B.1.S.E Mirpurkhas. 


Matriculation (Science) 
B.1.S.E Hyderabad. 


Accomplishments and Certifications 


— English Language Course 


(Talc American Learning Centre) 


— Diploma in Computer Applications 


(Talc American Learning Centre) 
— HTML, CSS, WordPress, PHP (basic) 


3.2 GPA 


2™ Division 


2" Division 


Grade “A” (73%) 


Grade “A1” (85%) 


Strengths 


— Excellent planner and executioner with an eye on the minutest details. 


— Management style with Plan always in place. 


— Immaculate and thorough professional communication style. 


— Willing worker with an attitude of going an extra mile 


— Have Positive and responsible attitude toward my work. 


— Trustworthy, Creative and Effective Communication Skills. 


— Keen Observer, fast Learner, able trainer and good Listener. 


Personal Information 


Father Name 
Religion 
Languages 
Nationality 
Hobbies 
Reference 


Muhammad Sarwar 

Islam 

Good English, Urdu, Punjabi and Sindhi 
Pakistani 

Reading, Writing, Internet surfing, & Cricket. 


Will be furnished upon request. 


